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(1) Enter user name | e

g -'Zhu:.nsl‘llm:t-:d- Compeormiinn, 198 1996 Al Fights Beserad -
(2) Enter password (3) Click on
connect

nUpon initial login, system will prompt you to change your password

olf there are three unsuccessful attempts to log into database,
system will take you back to main icon screen
nSystem will notify you when unsuccessful log-ins are attempted.



ANGE ROLES
psibilities) . .

Human
Resources

e WOU CHANGE HATS

Select Responsibility then click OK

Note: This screen will only appear if
you have more than one responsibility

Find Cancel |
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;,’p": SICHANGING PASSWORDS

Click “special”’, “change passwords”
to change passwords
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Enter old password and
deFsssed [ | new password twice

aw FPasswond .
Fies-anbar Mavw Passvwond }— to Confl 'm Change

M O Eeribey Wehdaws

nPassword must be changed every 90 days or system will lock you out.
nFor security purposes, do not share your passwords.
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Responsibility [0 M Click on hat to change

v
y

L responsibilities
(ad
-
Click “+” to show
sublevels

olf assigned only one Responsibility, after logging on the Navigation

O o Ekaling We'ired Dase

screen will appear displaying a list of tasks to choose from
nThe Navigation screen is organized with main categories (levels)
and subcategories ( sub-levels). It is always open
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NAVIGATOR SCREEN CONT..

% (OIS o [lache Apphcations MEIES
¢ Homan |
ResoUrRcEs [ Sehon d
r / Al el | =T %
o =]

. Beguest for Personnel Action:

Enter Fersonmnel Aclion Inlommalien

- Aeguest for Personnel Action 1. Workflow Motiications
Appoiniment 2. F4 Dehline Posiitn
Award § One-Tine Pasyment 1 Es nr Bors
CrancelbatongCorre clion

Dol Pers Act Reconsiruct-911 CIiCk the + Or ++ button to diSplay a” SUb_

Dol Correction Procesa-0i?

s omg onee || l€VEIS. Use the - or-- to collapse expanded
ransiar Infarngancy
” - Change Actions . Ievels

Change in Dusla Element
Change v At Siatus
Change in Duty Siation
Change in FEGLI
Change in Hours
Change in Retiremant Plan
Change in SC0O
Chamnge in | enure
Change in Vaterans Prefteren
Change in Work Schodule
Hame Change
Change Positinn Sensitiiby
Change Position Mumier
Change Fosibon Title
Datnils
Conmversion to Appg
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4 " TOP TEN LIST

Havmgater - SUPY RVHWDESTR51 7053

Fiuling Lists

Fouling Lists
R LR TR 1. Fa Daling FaA Raguesl - Asand [ Tas
Employen Bonelits 2. F4 Deline PA Feguest! - Change

Employaa Accnsals 1. F4 Daling P& Raguest - Dataila
- Processes and Fepods 4. F4 Delins P& Fagues! - Exension

(2) H ig h | ig ht Ite m Submil Frocesses and Haport: L. FA Deline BA Hoguest -
- Wiew Fiaguenis F . Fd Daling P Raguee -

Yiew Roports 7. Crvilian WaorkHos Inbox
ALITORIF B Fd Daling Posiian S
_a Deline = BuickPaind Aeport 9. Coredoc Mas Form

Fum & OusckPaint Repaor 0. F4 Defing and Maintain Fowing Lis

Genernls WS Wiend Latiar
Submit Cesiom Feporks
Caiifad i

nu.-.ulmilu-r. .- -
=] At =] |__geaw—

(3) Click Add to
place item on

top ten list

o Top Ten List : Quickly opens frequently used items
o A Top 10 List can be created for each responsibility assigned
o Note: Item description may be worded differently on the top ten list
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1_Fd Deline PA Bogeess - Sweerd?One
& F4 Dehne PA Regeest -
1 Fa Doline PA Roguaest -
4 Fd Daline P Fagaest - EXiansinn

E Fd Dalina PA Ragaesn AR

E Fd Doeline PA Bogeest - Salory Cho
7. Crahinn Waorklow Inbox

B F4 Deline Position wiee

8 Cosndoc Mein Form

0. Fd Daling and Moo Fouleog Lisis

Employoe Henedis

Emphoyo e Accruals

- FrocRasns and Finpl:'ﬂi
Bl PFracasias and Reapoe
Witrw Fnuesta

Deghfine & QuckPaint Hegor
Aun & OuickFaist Faposd
Ciansmdnls M5 Waond Lenai
Sbymat Custom Fepnnis

F Cooss Exbting Windiows

':l] iy recess by Hha 10 ko b ey P [ e s Bl mntmn. A csiing L it

To open top ten item:
(1) Double click item
or

(2) Press number key
on key board that
corresponds with item
number

or

(3) Select item and
click open

Select item and click
remove to delete an
item from Top Ten list
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WS FEATURES
Y £ ople Screen)

B Puivacy Act ol 1574 - [People]

Main menu ==t i o

2] ] s e <lela] 2] Glle
MHama

Lzt M IHnIE j Typa [Employee
Tool Bar Firsi |Jemes I'lln-l'_“p.:'ln|u'|-L|L:|-'|'.'|H:IJ |

L Idandification
Fredix Social Secuimy [51-16-0141

Suffx Employes (4116
Micclie [V Apmbcent

' Burth Ulatg [1E-AJL-1937 Age €2

e onality Stz
Whark Tedeghiing Email
bal T r
Cimte Lzt Wenbed

Hsip

\

Taskflow
buttons

— Efleciive Dnies

Fram |||| OCT-1980 T|:|| [ |_]
Vakdnie |

Addrass | Aagignmenl | Exira Inbodmntion Special o | Mhears..

\

oPoint and click items
nKeyboard shortcuts are available under “HELP”




Navigate to Find

Zoom New Record List of Values
Save Delete Record FE.dit Field
Save & Proceed Clear Record Help Responsibilities

|
§

o
i e,
it ] gl

8
g

| ZmE KE

bz

Summeary/Detail Attachments Export Data
Clear Form Translations Date Track History
Print Folder Tools Notepad
Alter Effective Date



| Located on the tool bar or within a

flex-field and can be used to select
an item from a list of valid data
choices for specific data fields

11
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EMPLOYEE INFORMATION

-
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(1) Navigate to navigator window
click on “People”, Enter and Maintain
(2) Type the whole or first few
letters of the employees’ last name
followed by % (% = wild card)

—
SSN Can also be used
to find employee
(3) Click on find
o List of names to select from will appear if there’s more than
one employee in database with same name

Legi [BangD |hiniks j Tipes [Eopliegeia
Py | baxes - e Dise 11 -0 T- 180

[T T
S pplerni Muomibssr
Sl Sanaiy |
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Human
Resourcrs

Exit
position

(1) Navigate to navigator window, window

double click on Work Structures,
then C|ICk Position Descrlptlon

(2) When position screen is
displayed, press F7 to
guery database

(3) Place cursor on the name field
and type in Position information (see
next slide for search options)

(4) Press F8 to run query

13
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Resources
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Other useful shortcuts for
guerying positions are:

-
F Fraim ||'|E-F}-FL'| 990 T |

- 0)
Hame |63600.MARINE MACHINERY REFAIRER.Z746 NVZ4APFR — By PD #' 63500 /O

Drgarazanon |Puget Sound Meesal Skepyard K400 Jab [pdddManne Machinery Mechs

Location (530160035 Siows [Vl (o By Title: %.Secretary%

e b By Shred #: %0.%.12345%
‘Working Haurs [ ’7 Eta.rll End |

Frequancy

HReporting 1o I Validaia |

(iccupancy I Exent History I Quick Copy I (thers.. |

Ciowri- 1 LEds

Fstan| Ly irbon - Mecrcak Dusook | ﬂHulu:mF'mrF'-:vrl-[hl ACAWINNT P U. | [G2] Privacy Act of 1974

nQuerying for positions will also work without the % signs
example, for shred# ..12345

J = 1z
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,;ﬂ ADINGPOSITION INFORMATION
?Aéy = ¢. Cont.

H Prvacy fct of 1974
1 3

(5) Multiple positions

| may be retrieved after
| running a query. Use
the Go on the main

{ BUPY CONTRACT SPEC 117431 NVZIAPPR
menu to move between Wlndumﬂm':nlrﬁwelmnd W23 Jab 1102 Coniracting [1702]
positions (records) to Locaien 30168035 Bz Vol tlor)
make a selection Serciord Condiors <]
Hormal Teme
Working Hours ’7 Stmrt I End
Fragquanty
. Beporting To
(6) Use the page up or = e e

down button on the key
board to find the

desired position

Coink 1 oList

o
il Sveat | 1| Micinsoit PowerPoii - [h | 33 Inbices - Migrcanl! Dutiook | ¢ C:&THNT Proflestal ||ﬁﬁim.m al 1974

AL amem



Q(X‘xﬂ NAV]/

—4. CREATING REQUESTS FOR
WS PE IE _ACTION (RPASs)

' F I *IJ I]rat:le Applications
Action Bdit Huen [Go Ealder Speu:lal He||:u wiind o

$|&) || H

avigator - CIYDOD PERSONNELIST

»
x

QPsRTMEj\/

o

x * %

F4 Define PA Request - Salary Change

From the Navigator

- - Request for Personnel Action =] |1. F4 Define PA Request - Appointmen
WlndOW expand the Appointment 2. Civilian Workflow Inbox
Award / One-Time Payment 3. F4 Define FA Request - Salary Chan <
Request for Personnel Cancellation/Correction
. Fers Act Reconstruction-911
ACtlon and Select the DOD Correction Process

+ CAOfTransfer

type of RPA to be " Doras _ Example: RPA for

Conversion to Appointment
created or select from Extension of NTE Salary Change

. . Federal Position Change

top ten list if added Living Benefits a
Non Pay { Non Duty Status

Other Pay Add |

Realignment

Reassignment

Long-term Training

Recruit { Fill -

#] =] Aftsf=] oo

Bemove |

W zazPM
16

B Clnea Fyisting Wind o

Count: *0
i Start| qInbox - Microsoh Dulook | [] Micrasoft PowerPaint - [h..| 3 C:WINNT Frofiesial .| [BE) Oracte Applications
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;;,4 QUESTS FOR PERSONNEL

3
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% CIVILIAN ;

(o) Human

Resources

0 Pasvacy Sl ol 1974

L T ]

sl s SRl wlslin] Sl=d?] Gl oJE Previous and next
2 Notepad button
— =] B
' # 2] ]| chenge Fominlyy Rt
L4 4 [~ FART A - RaguestigsfOftica :
Al Acknns Faoussig 2 Hicpaieai Mum ber
ROUtIng Group bUtton I,“-rﬂﬂIrI-t:i-l'l'rl-anl‘!:lr\-'-\:uI|F.|IP\-Iul'lel I_dn:i‘l:l'lrhlur\l:el 4 Prop E4 Dwis Fi=ry= The RPA haS Only
r 4 pages

- |

E O8 o Foa i s sdeac] By il Hesmial Tills Fegpieai Duale
E: 200 0 s il 02 e i [l I e ) Trla e e Sios Dheks:
Refresh Button | | |

— PAAT B - For Prapasation of SF S8 .
1 Ll Mame Firgl Heme hiddc Hesmo
lESl.l-'.lelﬁil:l.uﬂ'.rNI-rnh-:l IEL'-'uIl:-'.iEirﬁ 4 EFacive Daks

— FIRST ACTHM SECD ACTION 1
Ay Code 5E Memns of Ackon B Code B3 Fikiss of L8 oA
0 [Feaames e
- Cods ':'-l:'_ngslhﬂmw T Code E—DmiHMNh
SECods 5F Lagal fahprity EE Caile ﬁ—'lniﬂ.ﬁ_hmi

Task-Flow
Histoey | E::I.rﬁhluuul-u] Paraos | Pgaltion ] Cithaes | <« bhuttons
1
- |
j_r.u-q| st - Micscrsalt Dotk || [ P Aot a0 mEET | Micscail PrsvasPand « e | i bl SaiRa

o People (employee) and Position information can also be accessed from
within the RPA by clicking on the Task Flow button




REQUESTS FOR

NEL ACLION (RPAs) page 1 cont.
» -

Use LOV to populate or
type full names

Use LOV to find employee or type full name as
it appears in the data base

If a
proposed
effective
date Is not
entered
the system
will default
to ASAP

o Cannot process RPAs on yourself nor view your own action in any group-

box to which you are attached
o Cannot route to the person you are creating RPA on
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E,/x OUESTS FOR

MAN
Resources

e o e
Hz|lv] 2EE = el cl=4?] o8l

BR Aoguet fon Porpsneed Actasn [5abay Chango, Auuing Grou. TRAMING]

'g"Dl 5y 5 | Ralrash |Eh”

T PART & - Aequesting Oihce
1 Actits Facuesiad

|5u-u.r'|.' Change
1 Fiow Addibonal imiormation Cail (Ful Fame)

:

h

2 Faguarsl Mumber

S e
Tedephose Humber l*lP":ll:l Ef Cisin = System

5 Acsion Fagusaksd By Full Hams) Tilla

,,,,,

Populates employee

1 1 Hell. Josaph R THANSFORTATION SUF :?;:::-E:uuu enerates
iInformation from e I s J

Hell, Joseph R TRAMNEFORTATION BUF |0F-dAN5-2000 the R PA#
database | ' '

FART H - Fos Praparalian of SF 50

| LmesMmma Firss Mame Mk Psmi O n Iy afte r
Uango |u|.rr|l= F
2 Socml Sepunty Humbsr J Ciads o Birh

s i AENucthon Do the RPA has

FIRST ACTIOM

 SECOND ACTION. been saved
§-ACode BB Helm of Acion

-4 Cods B Nelum of Achon

|ﬁnr~.m ||=.n|..unu...|1...r:,- for the fIrSt
| | time

I
|E-E Code  5-F Logal Aoy |E-E Code  BF Legal suihorky
! I

Coamd 73

5-CCode 50 Lagal Saslary

o Employee must be in the data base for information to populate
0 NOA and effective date will be completed at the RSC
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A‘ * CviLIAN
e SCr 2
- e To find position:
frction Ede fuey o srecisl Help indow
§+|%|M 23| o [lxls] S|el] et (1) Click in the
B Heguezt for Priaun nel Action |5 alay Change, RBowsng Goous TRAINIMG) pOSItlon fleld then
-ﬂl gg g:fﬁimes W P IrT) pa ¢ Prev Page 2 of 4 )
4 FFIDMlHFI:IuﬂMTlﬂH TO INFORMATION | click the LOV button
¥ Fosnon Titka _ Mumbar Seg Mo 15 Posihon Tile < Humber Seq Mo L.
Information |MBMBUAL: FAWSY counsi fasin [i7e7 | | (2) Type the Position
& Fay Flar A0es Code 10 Grasde or Lewsl 16 Py Flan 17 10ee. Coda 18 Grachs o el
pOpU'&teS G5 foim i | = | | title and hit OK
from |[:;'."*"””'“"” ST Dy T f"““‘s""“’“ &”l““ (3) Select position
database 124 Basic Pay 138 Locelny Adj. 120 Ad) Basic Py 204 Basic Py MiB Locakty Ad. 50T Ad). Besic Pey from IISt
| [7.01400 faazs [51.330.00 | | |
lﬂl:ucmaﬁe,- ﬁwe,-ﬂuu-s lem:-t-hww lEID—me (4) Search can be
1] = Anmum .
14 M and Locaion of Postion’s Onganisakion 22 M and Lopaion of Poston's Onganspaion narrowed by typlng
seq#% after the title
CHAMCOMMUNITY PROGRAMS DEPARTMEN . . .
FAMILY SERVICES DIVIZION in the find window on
UL I the position screen
CLINICAL SERVICES SECTION

e Position must be in the data base for information to populate.

 If not in the data base, place PD number (if applicable), title
and related information in notes to be built by the RSC

o If position is in the database, use the LOV to find it by title
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7 QUESTS FOR
>TION (RPAS) PAGE 3

1 Privacy Aot of 1374

EFiru'u-n:I Fon Parcones] Acion [5alarp Cheege, Aesling Greep: TRAIMINEG]

- Ermg lomynse S5 Pt e ol Ackon
oy |—h| Banga, James W 51 7-38-0143 i F‘“’"l Page 3 of 4

EMFLUYEE AT A

23 "wharba rdans: Fratanencs 249 Tefurs 26 Welerans Prelerance far BIF
|I |H|:|n-|:r |'| |P|::rrnl:.ln-n|:—an|l.|r|:t Group |H|:|
27 FEGL 28 Asrwilan! Indicalor 29 Pey Fata Dleterminan
|IIH] |E|in=il: + Dptiom A& E |Hnl.l.|:|:i|:uhln Iil |Flr!|]u|ﬂr FAake
30 Retirersa2nl Flen 11 Sarace Comp. Dale [Lesneg)
|I'. |FFHH wund FICA FH-HET-IEIB:H
12 ‘Wark Schadle 13 Pan-Time Hours Par Biwaekdy Pay Panod
|r |F|.II—T.11|: |

FPOZITION DATA

314 Pastion Doy pied 15 FLEA Catagany 36 Spipra prissd on Code
1 2|
A7 Bangaining Liret Sseies 38 Ouey Ststion Cocka 39 Dwey Stedcen (it - Cowby - Shate or Dheereans Lincadion)

|'.'|'.I 01 &0035 [HF’II': MERTON /! KITSAF § WasHING TN

45 Educatianal Leval 46 Yaer DOeg. &4 47 Acedemic Disdpling 43 Functianel Class

[” |Hu-.:l.-|.'r':-|.‘h-_-|:1r|.-|.- |1EIEI [42:::10:1 | ||-'=3.-._-h..-|-..g:.r (aze | |
48 Citirenship 50 Valarans Shetus 51 Supervisony Shetus

|| |u.s. Citigen, ncludes L5, F F |Hl|.|l.ﬂ"|l"|lui1:|m-Eru"|"-|ﬂ|.-ru1 | [

Count: 0

Lk

n Cost center code is no longer shown on the screen RPA but
will show on the printed copy

o Any cost center changes must be entered in notes




_ REATING REQUESTS FOR
WASTPERSONNEL ACTION (RPAS) PAGE 4

B Privascy Hc ct ol 1974
L:ItnEr.ll Query Lo Gpscid  Meip window

Hzlalv] el sl el

EE fingueat I Prennne Achion [Salsm Changn, Fnubing G eoep: TRAIMING )

Employ=e | Feture of Acfion
%ﬂl Oango, James W 1 7-30-01 43 | Page 4 of 4 -

— FART O - Aemarks by Aegqueesling Oifice
{Pce ho Su o D s0u know of ackdional or conflchng nams o $or e e lmes's: e gre crgneling m ent 7]
) C

InCIUde any remarks _ﬂ::cpmmmnlﬂr Bango
from Requesting Office

cal=1 ]| -

— PARAT E - Emplayes MesigrolisnReliiameal
Faasons dor Fiesi orel onF slimmant

Forserrding Address

City Shac
_ [
Zip Code

(I

— PART F -
Locle

Ramarks dnr 5F 50
Deecnpion

o Remarks entered on part D of the RPA should only be remarks to be
printed on the NPA (SF50). All other remarks should be entered in the
notes or as attachments
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(o) Human
Rrsources

i/
Part-C Reviews
and Approvals no
longer shows on
the screen copy of
the RPA. However,
permissions will be
set for Approvers
and Reviewers
when their
accounts are built
at the RSC. Once
the RPA has been
routed through
their in-box their
names will appear
in Part-C on the
printed copy of the
RPA

SER|OE | &0 |+ gl = ||

T

Fie Edi Opsors View Ouertasdion Mecis Hep

IG'REQUESTS FOR
[EL ACTION (RPASs)

o851 10, @ I L% Wi

File

5110 ot Page: (1™ 1oi 2
BEMPLOYER DATA
). Frbrr gy Frorie neeor J4. | emurr 28, Agrean L & ¥Frirom Frdersorbr BF
I-HEe b -y 0 F-X-Pewrlear T= Hatri 1.- CoRTTEE
T Ty v." 1 1 |'\.-|l|u---|-| 5= Faiielue | X |I|'I'!| |'.-'
1 Sl Aeea Paet Bed o U5 Wb i v v
I Bl e 4+ Opiien B Lal+ Gatben A+ Optlen T (Ll =@ |hll\.1 Apzlicub e i I
i ReiwnewiPea 0202020202000 L berarloe p Bebrilrareh | N2 Wark Schiedabe 0, P 1w Hoam P
K |vERS ard FICA 03— — o= G |FoR=Tme Seasonal ::':"r Fem
POSITION DATA
M. Fnffes Diccaperl B, FLEA Cobrpgors te Appeepemees ode Borgeming e B

1= Do B Nl - PN

N .

- Em eyl

P> P RT - Reviews snd Approvals (Mot o be mied by requesting office}

1 1 = Emcqpriac Sreviey 4 = SFY Cpree G red W nrrpr AT ] PV RS0
B Cisis FadinayCnds 1%, Daiy Saior Oty = Cowedyp = B or Oepnam Laatiael
SN0 SRS BRESIERTON FHITEAFP ¢ “'."._EHIHGWH
WL Agewcy Dt = a2 aa a
(B Lmf i RLY DRG-FTd Ly g P& O O LA I LSS TS
B, Blunlonsl Lerel |8 oo Deges Allnissd | £ Soatemic Wackpler | 28 Fuecfoml Cms e TRk Bl Veleraoo Haia 1 Bapre ooy Fniay
[1E3 [ 1] 1 |J. UEE -Ddirr

L (HTer Faritmn il e e D ir CHG e amcime i N T Dl
. Al e D birah 54 O7—14—D0 o
L% E
L F.
d. dggprovnle §orrti{y that by bedormotine reimred oo thin for e b somreir oed et the mEanr Appromll
Pl EclraE i E e of m I e e d e e by egeeERe . Debxirnh Bl Atking PR T

Farsannel ST B Chds Spes = Bsamnl ally Slgned

CONTIRUED ON REYERSE SIDE
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7  NOTES TO RPA

‘90 MAN

Resources
1 Paivacy Act of 1374
fction Edt Quesw o Specal Help window

Hzlalv| 2iRlE] ~ el sleln] =2 &
ﬁl.l?llhuhms_ug ol x|

! Requees] les Piisssssel Aciion [Bppoinimest, Aoutg Bisop: HESC - REGIH)

To add notes to RPA, Lo R40)| Champeramit]  raween | 22 <Prov] Page 1 of 4 [Next ]

CIICk here — PART A - Requesting Office

B

|

1 Achans Feaguadisd 2 Figquest Mumbsar
- [ 0 Il'u.pp-uinl.mznl |:mm=-|=n=LPME|=mcu=mu 7E

1 Far Additianal Irdarmstion Cal [Full Blams Talephors Murnber 4 Prap. EE Diais ASAP
[—lF—)— I—"— -

5§ Achan Faguasted By [Full Hama] Titka | Fiequest Ciae
|I'Iﬂ:-‘||:-r_!'¢u-;nn & |LE.a.n PERE STAFF & Cl ||q-.u.|:-n-:- QN

' b Achan Aufaniad By (Full Mame) Tilke Contumence Dshe

|Ea.tl|.=r_.5-u5un C |LE.!|[I- PERS STAFF & CL |H-.-.P|=|-z om0

— PART B - For Preparatson of SF S0
| Leest Mama Frsi Meme Fiid dli Pl

Swmmong] |Brur|dun kA

2 Booal Sacurhy Mumier 3 Diate oof Birth 4 Eflactivs Dishe

W | [zz2-z2-zEze [2E-nov-1978 || 4-APF-2000
S FIRST ACTION — SECOND ACTION
-4 Cocla 58 Meders of Action -4 Cocla BB Mature of Action
fitt— [oarmercond Apm B
G2 Cops 500 Leged Authoeny hCCoda B0 Lagal Author
AT [CS Cert No. 030211 DATED 10-APR-00 -

nUp to 2500 characters of information can be entered on the note pad
o Notes will print with the RPA
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?‘ OTES TO RPA cont.

EE] Privacy Act of 1974 — =] =]
Action  Edit Query Go Special Help windows
oy = i
o e = R A ]
= Motifications Summary =1O] =] | =
o
e PSS a .- P .- - e o .- ~ e i e caomas _ 1ol =
== MEeques Motepad B= =10o] =]

Norepa ;

=

— PART E
1 Last Mg

Campbe

2 Social
537-56-%

3

— FIRST 4
B4 Code
c894 HNew Append | Delete | | oK |
R-i e

:

|

Count: =1

il Start

2 Inbox - Microzoft Outlook. | =] Microsaft PowerPaint - [ | 3 CWIMMN T SProfilestall |@p,ivac,. Act of 1974 oAl =" b 451 FM

o Notes added to the RPA should be informal information such as:
Conversations pertaining to the action, Status of the action and Area of
Consideration information. All notes will print with the RPA



>
(o3 Human
Resources

EE] Privacy Act of 1974
Action  Edit Query Go Special Help windows

7z OTES TO RPA cont.

NS

= Motifications Summary =1O] =] | =
1

e o " a .- oo .- o oo o - T T e e S P TT T
----- =iHequest F =] =100 >

Hotepad

Norepa ;

=

Existing note

2 Social
537-56-%
— FIRST 2
5-4, Code

c894 HNew Append | Delete | | oK |
R-i e

:

|

Count: =1

il Start

2 Inbox - Microzoft Outlook. | =] Microsaft PowerPaint - [ | 3 CWIMMN T SProfilestall |@p,ivac,. Act of 1974 oAl =" b 451 FM

n Select New to place a note when no notes already exist
n Select Append to add to existing notes

o Note: Existing notes will be overwritten if New is selected to
add to existing notes (always use append to add another note)
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Resources

Add remarks to be
transferred to the
RPA here

-

L o Pe chon: 20-5EF-2
Emplur,,-ee
"”‘l EI Campbell, Clay A

JING REI\/IARKS TO RPA

 Privacy &ci ol 1974

w—— YE A
Flatuere ol Actesn
535-08-1 763 Coifechinn

— PART [} - Remarks by Fequesting Office
(Mote o Sspanisors: Do yow krow of eddiionel or confdicting rees ons for the amployes’s esignebonfetrament 7
C ©

=

FART E - Employes Rassgaoation/Heliremsand

Aessans for F'.E:.Iicl:iun.lﬁelmm

Forwarding Addnass Ciny S

dip Lode

i 1

— PART F - Remarks for SF &0

o Remarks should consist of formal information such as: Career Ladders
Information, PPP exceptions and Certificate information.
All remarks will print on the NPA

Code Dhereacriplion FlEguned
ILL . | o
125 Thiz nalificalion corrects item(s) [see below) of AF Form 825 did (see below)/Diese Mas T
r -
ot -1
msmtl & [Hirarm o FrassFors - [fas l _JC VSN TWProiest Al Ui || 8] Prvacy Act of 1304 bW eeaam
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?’ IG DOCUMENTS TO RPA

2} IVILIAN
(o3 UMAN
ESOURCES

(1) click the attachment Icon

1 58 Privacy Act of 1974
Action Edit Query Go Special Help Window

|

=

Eﬂequest for Personnel Action [DOD Cormrection Process-002, Routing Group:HRS5C-HwW REGION]

Status
APPROYED & P’EV|
— PART A - Requesting Office

1 Actions Beguested ¢ Reguest Number
DOD Correction Process-002 JULRPAFERRORO19423

3 For Additional Information Call (Full Name) Telephone Mumber

Refresh

5:5’;'&:4 Dl Change Family

Brooks.Wendy S
T 5 Action Reguested By (Full NMame) Title Reo
Adamson FPaula G FPERSONNEL MANAGEN |24-J
B Action Authorized By (Full Name) Title Cane
M Alcamo.Carolina C ADMINISTRATIVE OFFIC| |24-JI

PART B - For Preparation of SF 50
1 Last Mame First Marme kiddle Mame

Campbell Daniel G

o Attachments can be added to RPAs that you created or to RPAs sent to
you through your Civilian Inbox

n Samples of attachments are: PDs, COREDOCs and Crediting Plans




Q:gﬂﬂ NAVP
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S—RATTACHING'DOCUMENTS TO RPA cont.

4 %
(3) Use LOV to select
category
| 58 Privacy Act of 1974 - = M=l E3
o Action Edit Cuery Go FEoldef Special HE.;', ﬂ.induw - v : 4 T e descrl tion
. EX Attachments - Camphell, J hn M = O attac ment

b

MZ/\/;.

R

CIVILIAN
Human

RESOURCES "
_.:l (2) Click in the category field

A4
O?»

I |

Seq Category Description Data Type
= M Comments ‘Pusitiun Descripfibn| Long Text

Atfched to PA Request
tagnification |1 11114

(1) A number is automatically
assigned to each attachment in
sequence of 10

-
1 | 3

Count; *0

A

(5) Use LOV to
select Data Type

o Items 1 through 5 are required for all types of attachments
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ABHINGEDOCUMENTS TO RPA cont.

ion Edit Query Go Folder Special Help Window

| Jcats 25| 12 1 2l B For Datatype - use
LOV to select from:
(1) Long Text

(2) Short Text

(3) OLE object

( OLE means to link
an object from
another file source)

Seq  Category Description Data Twpe P
= B Comments |Pusitiun Description| Long Text <

Attached to FA Request

bagnification |100%

t |
If the Category is Comment and Data Type Is

Long or Short Text , type text here, save and
close attachment window

o Under Category, use Miscellaneous to attach documents from
a non-Modern source (i.e. MS Word)

o An alternative to attachments for short text is the notepad on

the RPA
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Resources

" 5 Privacy Act of 1974

: Action Edit Query Go Folder Special Help Window

2

v| 2 | il

> | %] 3|5

DOCUMENTS TO RPA cont.

% aﬁg To attach a document from a non-modern source (slides 30-37):
S

M ER Attachments - Campbell, John M

meq  Category

Description

Data Type by

~ @10 |Miscellaneous

N

Position Description

OLE Object

Aftached to FA Reguest

kagnification

100%

(Bt
[Capy
Paste

Pazte Special...

(| et i et
[k,

(1) Select OLE
Object

(2) Right click on mouse in
the text area and select
Insert Object

5
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DOCUMENTS TO RPA cont.

*:,R/I; (3) Select Create New to create a document i.e. MS Word
to be attached

x| Privacy Act of 1974
Action  Edit Query G Help  ‘window

£ |- .. | | T ] s B
4 Attachments - Cmpbell. John M ﬂ
| |
/ Main |

Seq  Cofegory Description Data Twpe b

_l|1l] |Mfcellﬂneuus

Inzert OL ject

|Pnsitiun Description |DLE Object

Object Type:

1] 4
@ Create New: Microsoft Excel Worksheet -
Mrrerrasrrarnnrans e P M icrusuﬂ Graph g? Char_t
Microsoft Map Cancel — (4) SCFO” dOWﬂ

() Create from File: |y o coft Photo Editor 3.0 Photo

and highlight

O Create Control: M!crusuﬂF"hutu Ed_itur3.l] Scan. J -
B it il object type then
P - select OK
Result

Inserts a new Microsoft Yord Document object

into your document.
-
1 : v

Count; *0

o Document can be created from any Object type listed




NG DOCUMENTS TO RPA cont.

4 Microsoft Word - Document]

> ¥ Ele_E

(6) Close MS

Word document
when finished

o It is not necessary to save attachment as a MS Word file 33




o |
/ FING DOCUMENTS TO RPA cont.
: RS i | .

-« |Microsoit PowerPaint - [wokactivity slides]
‘ L] 7 Privacy Act of 1374

m g fetin Edk Guen o

Help ‘window
HlJdv| 2iRlE S1E%]E] lél b

-MI ek & L.irrphtll Lh sz |z

=2
alZlxl

|
*ii

Seq  Cakegory Descngiion Diata Type
Miscallaneous Fosition Deschiphon OLE Obyject

(7) After closing MS
Word the typed text
will appear here

Atachedio PA Request

Mdmgnificedon 110

PostionD escrotion Tt

(8) Save and close
attachment
window or click in
the next blank
Seqg# to add more
attachments

Fl
O I FRM-A0400; Tiansaction complite; £ icoid: appikd s tived
Diga Lot "0

Shde 30 of 45 wihirlpool (W% 4
i Shont| :L3inbion - Microsoh Duticck. | || Micrasol PowePaint - Ivo. | B3] Privacy Act af 1374
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iz "'DOCUMENTS TO RPA cont.

ESOURCES

To attach an existing file to an RPA: Follow sample to attach a
document form non-Modern source to this point then:

i Bl Privacy Act of 1974
: Action  Edit Cuery Go Help  Window
k Pl Qv 2RF SERS Sl A2
3 S Bl Ak A kinma Casrmen s -

s=4Attachments - Camphell. Daniel G

, Ingert Object

(1) SeIeCt (I Create New: =
Create from File ) Flle; |

17 @ Create from File: citemp)

| =] 7

Cancel |

[ Link —
[ Display As Icon

(C! Create Coniggd

(2) File
location can
be typed here
If known or
select
Browse to
find file

Hesult
Inserts the contents of the file as an object into

: = vour document so that you may activate it using
ok the application which created it.
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2 X

° * CIVILIAN

Human
Resources

(4) Scroll to
find file

If Browse is selected

N RPA

E&] Privacy Act of 1974
. Action Edit Ouery Go

[Pz

=10] x|

Wafindow

FXY =l8]i

P

Sy Rl ok abiama Casmen e

o=y Attachments - Campbell, Daniel G

Insert Dbject A (5) Select OK

5
Ok

Source;

it

|CDGNUS"1.HTM ]
l Directories: Cancel
—t—— " "POA14A.TMP = c:itemp
" "P382E.TMP Network... —
"DFG04B.tmp (= ey
"DF60AC.tmp = &= temp con
"DFATAZ tmp 1 "OMMAPI
"DFAFA3 tmp
acdclb. b=t . .
- (3) Change Drive if
List Files of Type: Drives: / necessary
[an Files (=7 - I=e =l

il
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?.‘ "DOCUMENTS TO RPA cont.

(6) File source
Inserted

(7) Display As
Icon may be
selected to display
file as an Icon

EE] Privacy Act of 1974
Action  Edit Query Go Help  “indow

HlPv| 2R SF%S o leli] =42

tre s Rlakifiaabiama Coomon o

$

o2 Attachments - Campbell, D aniel G

TR
T

Inzert Object

oK

! Create New:

File: HTML Document |

. @ Create from File: |c:'-,temp'-,cugnus"‘1.htm

' Create Control: [ Link

Cancel |

X Display As Icon:

]

Result Wwindows HTHL
Inserts the contents of the file as an object into Viewer

: S your document so that you may activate it using
M the application which created it. It will be

displayed as an icon. | Change lcon... |

Instead of text
T | e

(8) Select OK
o Any attachment can be displayed as an Icon

Count: =0
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CIvILIA}
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- :

o (10) Save
and close

window

(9) Document
attached as an
Icon

HING DOCUMENTS TO RPA cont.

o Prewacy Act of 1974 HE=E
eoton Edt Quey Go Help aindow

Swlv| 2RFE] AFHRIY =lSlin] =2
!..Ill:n E-uhl.-ll_ Thaniel G
oin |

Sag  Cateqgony Descriptian Diaia Type
- m IHIEIEE“EIIIEGUE Fogion Deachiplion DOLE Ciwject

20 |Megcallanaods I Pogitin Cheactiplion OLE Cixjact

=l

Aftmched 1o PARequesi

>

Wirkloers HTHL
I-.Ihh

agrificedion | 1

o It is better to attach large documents as Icons. Icons use less
space and clicking on the Icon will open the document from its

source file
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7 G DOCUMENTS TO RPA cont.

8 Privacy Act of 1974

.

Miscellanaous Wiord Documand OLE Dhject

|
| All attachments Atached 1o PA Fiequest
Megnification |10~
must be saved DESK PROCEDURES FOR DCPDS ACCESS

GETTING STAR TED

- L

Lo chesktop, click twice on the Accessory Manager icon (looks like a
1omed).

rh Pwice on 170 30w

he Session window von will see a screen with a waming message:

Sample of a text
document not
attached as an
Icon

o Documents not attached as Icons can be too large to
display in their entirety

OSE OF THIS OR AHY OTHER DEPARTMENT OF DEFEREE [HTEREST COMPUTER S¥YSTEM

| Documend C
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°

%

o S )
VILIAN|
UMAN

s | After closing the Attachment window and returning to the RPA
a sheet of paper will appear under the paper clip indicating it
has an attachment. (It may take a few minutes to appear)

"'

0 Poivaecy Ack of 1974

gotion Edl Quesw Lo Lpecid Help Yifindow

}

EX Aequest lon Pesornel Sction [DOD Cosrection Proocess-002. Fouwting Geowp: HASC-N'W REGIOH]

b |_'°'|| Change Fumihi Rafrash iﬂ?ll'-"nga

— PART A - Aerguesting O
1 Actions Fegueshad

Double click
on the paper
clip to open

Siabus
APPROVED

2 Piegquast Humbar

|nnn Comacton Process-002 LILRPAFERRORD 942

3 Far addiicnal kilommation Csll (Full M) Teleghons Murmbsr 4 Frap. ER. L I
BrooksWondy 5 | and VIeW

§ Action Reguested By (Full Hame) Tiiks Reguest Do attaCh mentS
|Mam=ml Paula G ||='r RSONMEL MANAGEN |?-1-.Jl.ll -200

B Action sutharizad By [Full Mama) Tilla Concisrancs
|.A|r_-umu,v:uru|mu C |.numm1~: TRATIVE OFFI( |E‘-1-.JLIL-?[II]

— PART B - For Preparation of 5F 50

1 Last Mame First Marme Biddle Hame
|L‘-urn pbell r_lurllel |G
Z Social Sacurnby Mumber 3 Dale of Birth 4 Effecinoe Diaba

|E."|.'-'-EE-|.'|E-HI'I |F'F-Mll'.l'l.-"-1 o LI |?-I-J|.II -Znnn

— FIRST ACTION SECOND ACTION
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,ﬁ‘ SWINGATTACHMENTS TO AN RPA cont.
- | . ':::r'.|i-¢-:-::|ﬁ:r.:|t'1‘3i'l-

potion Edt Query Go Help o

HZz]ulv] 2lRE] STER[Y] e]i] Sl 2]

San  Cabagary Dl s crigali can Claba Thype
— ,'_|I:E [Huacellnnan:n us Position Descriplion OLE Objact =
CI k . 20 |H|=|-|:|.-Ilum-_-uu3 Position Descriplion OLE Dbject i)
IC In any area to 3m |Hi:|:rt|lﬂr|r.'nu= We'ord Dhoicumend OLE Dhjrict =
open attachment =1 r

Allsched o FA Fagues

Magnification | U
h.g_'.j_uul'l! ik Tt |

If attachment is
In the form of an
Icon, click on the
Icon to open

attachment

e To print an attachment, open the attachment and select Print
from the tool bar or from the Action menu 41




QQ&XF Nay,

&4**

220 DELETING ATTACHMENTS

€>
(o) Human
Resources

> (2) C|ICk the delete button on the
tool bar (red X).
- A Decision window will appear

Y

& . '
(1) Select the attachment to be | =%

deleted or unattached

(5) Save your
changes and close window e

(3) Select to remove and keep attachment
in the document catalog for future use

(4) Select to un-attach and remove the document

42
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Lpeoal  dedp ifreos

52 RS

S A CORE DOCUMENT TO

[ 1§ |

3 For Ao resl lindoerresi on Sl (Fall Hermes)

Tadap ba raa M winnd g

4=12| Q=-|¥

4 Feop. ER Dweia

5 dchon Faguestod By iFull FHamal Wik Feanguma 51 Dl

B At i Sartecriha i Be | Bained) Tiks Lo s macss ks
PART B - For Peeparaios of SF 5

i La=t Firsd b= dd e e

2 Social Security Mumbea

3Dt ol Birh 4 Efacirows Ot

— FIRET &CTION

+— BECOND ACTION

(1) Open the RPA and click on
the “Others” task-flow button
1/

& Code  B-E Maiune of Achon -8 Code 58 Metue of sckon
FC Code B Legsl Suthonk: -G Code 5-01 Limgpal Awth oridy
5E Code E-F Legel Aarharitye E Coche 5+ Legal Aulh oty

Hgsiongy | Lxrna lalormabhon |

Mavigation Options

Find |z

nment E stra [nformation
Corrected Personnel Action Bequest
Ewent Hiztary
Perzon Extra Information

B (2) Click on COREDOC, then OK
to open the COREDOC window

Pazition Descnption Cover Sheet

Pozition E &tra Information

Special Info
aredoc

R ezumix-F equisition

Finarice |nfarmatiar

=
Cancel

43

Find
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Click to build or edlt an
eX|st|ng COREDOC

Click to open list of
Core Documents. Make
selection, click exit and
save your changes

o If a COREDOC is attached to an RPA, a “Yes” will appear in the
COREDOC column of the Civilian Inbox 44
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%i/&vmw h!‘ G YOUR RPA
¢ Resoens il
" :

Ll
T Priwacy dazi ol 1974

fohon Lot Luey fio ppecml Help pfwwien

| Once RPA is complete, plabolv] simle| o~ [F% <leli

click on save B o] pewn | ==
_.?‘ P

— PART & - Riequeshing Dffics
In the Decision box, click

——

1 Ao s Pl e d ¢ Facpia et Mumbiar
[Salary Change |

. 3 For Adckional inkorestion Call [Full Mamia) Tadapho i b nidsas 4 Frop ER Data .ﬁi-';'
Yes to save and hold in your [ === Fuiemg) Foguestpes

|ch-||. Joseph A |uz-um'-a'uuu
E Aciion Suthosred B (Full Hem e Conounence Dals
|E|l|-||| Jaamph R i roule Hhe Paquest ||'|5| WAS-FO00

Dmemien I x|

Inbox or to route the RPA to
someone else

— PAAT B - For Prepara$on of &
1 Lexal Hamia Cancal

|F|nn|j||

Hidime

Selecting No will save any oG 1837 i
FECOND ACTION

b4 Coda EH Mstirn of Ackon

changes to the RPA and keep
it open

WO Code bWl Logel dawthomiy b Code b Legal daribion

|_[-ElLl:de 5-F Legal Authoety |E-E Code B Legel sy
I I

Courd "D

o In order to track any RPA that you created, you must
save it to your Inbox at least once before routing it
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. TING YOUR RPA cont.
Rrsources i
. Naubing Manph
_ rosnao Click to open
L cnmtrommai a list of users i i o
I~ Select Parsen C e ;
 Eolest Grouphex to select from El:ﬂﬁﬁ
iw | Save and Haold in Parsenal Inbox ?ﬂhﬁ%
I.-I I-FJ'r.uli-I:r.;nr.nlnn \ ' ?ﬁﬁﬂ
Priar ngl
' > iemlt,
™ Interim Approval ] épuu'rl;d-il.gﬁin
™ Agprme Click to route st
comcet | [_ox__] RPA to Your e

personal Inbox

n Groupbox and Routing List are additional routing options

o Update HR, Print Notification and Approval are reserved for RSC use only

o Interim Approval is not used
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3 YOUR CIVILIAN INBOX

o Human
Resources

B3 Prervacy Act of 1974
-

= Mavigabor - LIVIMID PEHGUNRELIST

Citilimn Wik live Inlsins

o Faguest lor Personnel Action - 1. F4 Dahine PA Reguasl - CIA Corrac
g = > cndilian Workiiow Inbox AFFE|
1. F4 Enterr Personal Information WiOHR

) . ) . Lavilian Inbox
From the Navigation e
Heduction In Force (HIF)

screen select to Peaple

v Facidilmant
access Inbox Work Exctens
v W
HFrooesoas and Heports
Coredoc

1 Do NOT select the Workflow Inbox 47




| Once inbox

appears, press
F8 or select

HurfinrUpdmis HH Complste - BEA  Prmmsho |

Query Run
from Query

Opens notifications
window to review

] Information about
i 1| the RPA
e =

Ansposd

Click to open the RPA to view or work action

48




% IVILIAN|
(o) Human
Resources

:/j WAGING YOUR CIVILIAN INBOX cont.

m Notifications Summary =] =

¥ CQuery Only Open Motifications
2 Aftributel 3 Adtributel 4 Aftributel5 Aftributel b Notes COREDOC  Aftribute19 Adtribute |
AUTHORIZETH Mo
0871 10 AUTHORIZENoO No

IIIIIﬁ@

INITIATED ‘Yes | | MNo

| If a Note or Core Document is attached to an RPA it
will be indicated in those columns as “Yes”

kMessage
INﬂme F POI
4

- Campbell, John M

| Count: =3

o Creating a new folder(to name your Inbox), and selecting “Always Autoquery”
will eliminate having to always query (F8) the Notification Summary screen to be
able to see actions in the Inbox every time it's opened




CviLIAN
Human
Resourees |

ﬁ. o

Clicking the “Open” task flow sl d| sl el ldli] Gl
button on the Civilian Inbox will = |

Eulies APA  Corpur Cond Appl  Flsgd Q0AFFFPSRE RROTID?ESS

take you to the notifications screen e o 70

uCirvi Dhata Peopioiad EfMa v Dala - AEAF

‘ o Cireu LS ' REGIN
o 2 Dinlu Infalud (ERCTE ZR- 1]
Ly 1] rmm Sve Lir Morbssusl Heg ESTUESEDS D
L] W Appoirdmeal
Message bOX Firet Aot Hegeesied 101 - Cmmmer-Lined Sppd
-~

-
Displays routing history window .

Dot Sars 0F-bAd'-F000 A5 004 23 Hoitcaion D 10137

D Ciosesd

Coant "4

Clicking the Respond button here will also open the RPA

Status of RPA Open (RPA still in your Inbox). or
Closed (RPA is no longer in your Inbox)




fj'.

/ ' VAGING YOUR CIVILIAN
Yes

3C '.(ﬂeuting History)

E.l:l-:ﬂ Er.i D.IM
HLHWIJﬁllﬂAxﬁlﬂﬂnlJﬂ?IMJH

‘ m":ﬂ!h
1! ot Frospensd fictos - Reutng Bealosy 36 SEF 0

= Actins Histony

-“'JJIJIWG'II [— T e AppRcsai

Linarkame Full Ligs=r Hames  Aclion Teken Tnuth I:|p'El1tlﬂ1!|H|w|

r r » I I » I »

BC.PERENDwans Dawed C WNO_ACTHIN T T C4 0y 0y = = r

L FEHS s b ], i (L A0 TR u o 1] - - 1] - ™

HRELC. F'EF'.'S-lIlJlu.Ih ||||| Desbetirah BO_SCTHON B [ r 3 3 r 3 r

S L PEHS | Alkine. L sbarah BITI&TELR u u 1] o -y 1] o I

rr r r rrrr

r r r r r r r r

: : i g o & g = d g -

- r r r r r r r r

Scroll left and right to see - -
additional information 2

about the action

Dimte Clossd | T | |

Ii-l-l“ﬂl'-vnﬁ:lril!lﬂ | My el Pinein Peant - [l |J.1Inbn o] [ullad | Mmted 3T

n Shows in descending order each user the RPA has been routed to
and any notes that have been added

o Routing History can also be viewed through the History task flow

button on the RPA
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% CIVILIAN

(o) Human

Resources

Short cut icons
that can be used
to customize
your inbox and
create or delete
folders

ﬁ

Folder tools icon on
tool bar

When in a “folder”, you will have the option of setting the folder
up they way you like. By hitting the “Folder Tools” button, you
will see the screen to the right.
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“FOI0ErTools Descriptions

CIviLIAN,

REI;)%N[:CAQIS W Microsoft Word - deskguide_doc

_ ;' ”'@ File Edit Wiew Insett Faormat Tools Table Window Help

| ezEagly | bt v-c-la® HxmEs &g |8
” Table Text = TimesNewFoman = 9 = | B F U ”EE = & §| - & - A~
Folder-l'ool: Description/Function::

Display-a-Mew Folder-dialoghox-to-create-a-new-folder-gronp for-sour
Civilian-Inhox =

~rq
Create-Iew-
Folder:
| ‘*|1T Displays -a-Delete Folder-dialog boxwith-a-list -of all-folders o -can-
Delete::

o Increases the width of-a-coluran-in-the - Civilian-Inbox Windowr. - ¥ou-
These can be WEM rost-haee rour-cursor-ine-the -coluron that -yron-want to-increase in-size

fo un d on pag e 6 8 Decreases the width-ofa-coluror-in-the - Civilian-Inhox Window - Vou-

delete frorn wour- Civilian-Inhox &

rost-hare-srour-cursor-in-the -coluran-that -sron-want -to -decrease -in-size &

Of th e D es k G u I d e L Diisplays-additional fields. - Vow-rooast -have sour-carsor-inthe -columnn.

that ow-wish-to-show angradditional-or-hadden fields =

Hides-a-colurm. - Vo ranst-have-sromr-cursor-in-the -coluran that -yron-
wish-to-hide. - To-ses-a hidder -colmmm, click-“Show-Field™ @

Wlorees the -coluran-to-the left-of an-adjoiring-coluran. - Vou st hese
yor-crsor-in-the colurm-that sou-wish-to-rooe -left 2

Wlovees the-coluran-to the right of the-adjoining colurmn. - Vo st -have-
yonr-curgor-in-the colurm-that srou-wisheto - roose -right

4]

Move-Diowm:
Page 134 Sec 5 134/208 (At 28" Ln ol 31 || REE TRk HE:D evr e o e




(suE NAvy

\4
&o)‘« *

=3 NG REPORTS

Human
Resources

O ARTMEN,

o

3 Proewsscy Act of 1974
Aeon .
H 2 o] 2

Speoml  Help  afindow

%] =il @) i

!

=

= Mavigator - CIVDDD PERSONMELIST

Frocesses and Feporis: Submil Frocesses and Repors

Submil processes or run standard repors
& Hecrutmant - 1. F4 Dalime Foadion
+ WWork Strociunes Z. FA Enter Personal Imformaestion WOHE
=k LIS S0 J, Lnalian Worklos [nibos
| b Wi 4 Fegqueasts. Sulkmil

rpsns and Aeports

Wiew Fegquesls

(1) From the
Navigation window, . eparts

. Define a QuickPaint Fepor |
expand “View” and E:?.;S:‘I;“PELT,E'ESRS.

. Submit Cusiom Reports —|_| i | ¥
select Submit L aah |

Processes and Reports - | = | Aftf=| [ _open ]

"

"oma iy P Ipgea tha 4 ke lo ogen Rsgquaces Subed
Lok "1
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’;’wj ING REPORTS cont.

@
(o3 Human
Resources

(3) Place cursor on the Name line and click the LOV

] Fur:g Act of 1974
betoey Ed Quep Go | | Hri-'l'ﬁ'"r-'- |

:I:|¢'|;Z|~f| SIAEE] AR el il ?
(2) The Type - —

window should B s

| display Request ST ——
: Bty

Hum Oplions

Pasubenit | Mewver -l
ToStad [E-EEFTIMT T T2 18 Eid Riagiibiive -:.-:..r-r.l

et 5 alany P Litting o Emgplopes il Subimit |
ik Tiarabed s P Lk bod E gt n[TC]

i Tiaraled I Pasmiay Oiaed
i Traraled il Pravies O |
bk b0n ol Pevsonned Aobon [al}. ]
"ot [eapton Ll T .
et b= Pazornsl fetion sl YRE ame

Submiagion History

Farametan Fagques ID

o | | N (4) List of reports are
Hl e ==l displayed for the user to

select from
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’;’wj ING REPORTS cont.

@
(o3 UMAN
Resources

58 Privacy Act of 1974 .=
Edit Go Special Help
Pla|olv| 205 S|FS] el b] S]] 2]
—— 24 Submit Requests 1Ol =]
— Type |Request v" Mame [Requestfor Personnel Action

Farameters

— Print Options

Copies |1
Style |Tos

Frinter

~ Fun Options . Emplovee Name ||

Fesubmit “ ﬂ

Tao Start |
A

— Submission History

Twpe MName Farameters Feguest ID

(5) If Parameters are required (i.e. employee’s
name), a parameters window will appear. Type
information or use the LOV
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& 4. * *
= N
: X 4 .
. R G REPORTS cont.
% * CIVILIAN "
(o) Human 3
Resourcrs 15 Privacy Act of 1974

(6) Parameters al=4] 2|
information will - 7 e ] e
populate Peimt Cpane >
copies [T
Print Options will J,/ R e e e
default to print 1 p——
copy. Always povio] KA 77 R
change to “O” if the
report is for VIEWING || sumsion s
purposes only or to LIS Eniar R

view it before it is
printed. Leaving
the copy field as 1
will automatically
print one copy but
you will not be able
to view it before it
prints

|

o 1]

(7) Select Submit
e Copies will print at your default printer
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\G REPORTS cont
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£
/Q* H&K%IAN = i} Fivesty Acl ol 1974
¢ RESOURCES Acion Edt Quer fo Help 'sfindow

il

v 2 o = ) e I I 3 s I - I R 2

Tyoe | R |

— Priml Oplions

Faramaters |

Copies

e

Frinlier ® 5ene Oulpu

Fun Options:

Basubimat | Masser -.-|
’ To Siar - - L5442 End Fiesubimissan

— Submissiaon Historg

Tvpe Hame SErEmelers Fleguest 1D
egport Feguest for Personnel Action Bango, James WIFE557) LX)

Submission history
Message line 4580 Tircacon comlo: 1 s o rd e

o After clicking the Submit button the Submission History
will populate with the requested report information

o Consecutive reports can be submitted here
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¢ l{[ls_(l)%xrgéll:\]s ™ Privacy Act of 1974

‘ dcton Edt Quey Go Helo R
1 :
Hzlv] s e, ., Bli A2
Type |F¢uquual Epsinoard Hep,.
Dty D ababirbi Eifg...
Print Options Tock '

Copies /_m
| . 3

| . % Abeut (rsce Apphcaliors. R Save Oupud
(2) To view report - i

before printing, click it

subme | Mewer v
on Help, scroll down ToBian [TFSEFZOTOA 23 IR
and select “View My

Request”

— Submission History

Type [mme Paramaters Regquest|D
+ | Report Feguest for Personnel Action  Campbaell, Clay A{36466) #5136

Heport Haotification of Fersonnzl Action Campbell, Daniel G (£ 00R). 2b0h Yas kY11S

(1) SeleCt RepOI’t to Fiapor Matilication of Personnal Action Mathizon, Linda R (21614) Yas No #5138
. Fepor Motification of Personnel Action Brock, Feymond & (16934) vYes No 5139
be viewed

Canrt "0 "
@l Stant | =] Micmanit PoemiPont - i Privacy Act of 1974 f P aaman
WA

0 Reports can also be viewed by expanding Processes and Reports
and selecting View Reports from the Navigation screen 2
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N VING REPORTS
%}* CviLIAN
Y B
M Privacy Act of 'I.'ii'-l I
o 0 fchion Edit Queny Help ‘&indowr
ﬁ?"lsdlfl sreleE| alrxls le®ln] Sa=4?
= Rnguists =10 x|

Fequest D Fhes=e Siehis Pragranm Merms FPemamessrs
1- — - 45140 Completed ‘Waming Feguast tor Fersonnel A B34, HRSC FERSTE
Displays Req uest as 85139 Completed  Waming Motification of Personnel 16934, 2635, . N
. Completed Warning Motification of Prrsonnel F1614. 2E35. v. N
Pendlng Or Complete 85137 Completed Warning Motification of Personnel 27786, 2635, v, M
— _HE-'I E1 Completed ‘Warning FHeguest tor Fersonnel Acb4bh, HRSC FERSTZ
-3 ¢ [ #5135 Completed  MNormal Motification of Personnel 30067, 2635 %. M
| p5134 Completed ‘Warning Reguest for Personne| A192189, HRSC PERS12
[ #5120 Completed Warning Reguest for Personne Ac305E7, HRSC.PERST2
85118 Completed  ‘Warning Feguest lor Fersonne| AcBE 3, HRSC FERSTZ2

¢ Flequesst Diagreostics

Mhis reguest fimshed with o waming and produced the following completc
message; APP-01243 AFFPEOT cannot print the output file for wour comcurr
renguesl 85130 A

=

Uses MS Word to
display Request Log

P Fiequast Log

ARE] of R g e

When status shows Warning

60

FAK-E100CE Thes buncion & not cunently svslsbls.
Court: ™1

FStan| | = |Microsoh PomerPoint - [hea. || g8 Peivacy,

Click to display Report for viewing or
printing (i.e. a copy of an RPA)




BB NAp,

\3
o *
= x
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% CIVILIAN = .
[ Human &8 085305 0ut - GSview
Rrsources ; . . - . . .
- = i File Edit Options %iew Orientation Media Help
. File: 0B5305.out 443 Bddpt Page: 1" 1of 2

Standard Form 51
Rev. 7L

LLS. Offlce of Persnnnel hana gement REQUEST FOR PERSONNEL ACTION
FPhl Supp. 28633, 5ubeh. 3

| Copy of an RPA
shown after

PART A — Requesting Office (A ko complete Part B, [tems 1, 7—12, 32, 33, 36, and 39.)

. . +5 1. Actians Requested 2. Request Murnber
C“Cklng Report -5 Falary Change MSLL9IL9-1L
th R t #. ﬂ 3. Far Additional Infarmation Call{Mame and Telephane Humber) 4. Propased Effective Date
on the reques
e 5. Actinn Requested By (Name, Title, Signature,and Kequest Date) 6. Action Autharised By (Mame, Titke, Signature, and Cancurrence Date)
screen. Select |=
P I’i Nt fI’O m th e ﬁ PART B — For Preparation of SE 50 (Use only codes in FPM Supplement 292-1. Show all dates in month—day—yenr order.)
. 1. Mame (L=t First, bliddle) 2. Eocial Becurity Mumber 3. D=teaf Birth 4. Fffective Date
F I I e m e n u O r CAMPBELL,CLAY AL 535261 163 LI-LT-196L L1-21- 1990

. . FIBST ACTION SECOND ACTION
C I I C k p rl n te r A Code 5-B. Ma=turenfAction 6—A_Code &-B. Maturenf Action
E04 Pay Ad)

b U tto n to p rl nt 5-C Code 5-D. Legal Autharity 6-C. Code 6-D. Legal Autharity
FMk Reg 5324 L5[C)
5E Cade 5-F. Legnl A utharity 6B Codr 6-F._ Legal Autharity

L FROM F=ttian Titleand Number 15.1Dh Fasition Titke and Mumber
PIPEFITTER PIPEFITTER
44400 — 3537 44400 — 3537

-
5 Pav Plan |9 OeeCode  |10.Gradefevel |11 SkwRate | 12 TotalSaary 15 PevTeck | 14 Pay Plan | 170 Coe |15 cracefLevel | 19StewRate | 20, Totl Salansward | 21 pav
3

4

o All Reports can be printed or viewed here
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IVILIAN

C
HuMan '—'
Resources [

0 Privacy Act of 1974
Bchon ! Gpecid  Help window

] 2=l A%< @ 0] =42 A

Mayigabm - CINDIDD PERSOMNELIST

Wiew: Higbories Entries

Entry histony for an employes assigument

1

Hreakdown Folder 1. F4 Deline Fosition

Freduction In Force (BIF) ? FA Enter Personal Information WORE
v Paopla 3. Cwalian Wiorkilow 1o o
+ FAmecruitment 4. Reguests: Submit
+ Work Siruchures

PSEUDOEFED

(1) From the - View

- Hislomes

NaVIgatlon WI ndOW, ;Itrl:l:::'f:n Asgigmmant
Salmry

expand View and Eniries
open - Entries

;ﬂhut [0 Micsogoft PovesiPront - [hec.. Eﬂﬁ'n-.,.,-_. Act of 1974

n Employee Entries includes elements such as Awards, Benefits,
Pay related information and Within Grade Increases




Q(X‘xﬂ Nay,
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X

’? MIEWING EMPLOYEE'S ENTRIES

CIVILIAN

"}o Rnlsg)ur:égs - BE] 'n-.'.:n:-p At of 1974
r L S gy o o il M Mo |
- v ziRlE SExEN =leln] Sl=42] 508

! 7 ssigrments Folder

- Assignminks
® Currani A O Pas " Bath

(2) Press F7 or select - - ! v -
Query Enter from the l R Change the type of Assignments to view if necessary
main menu Full Name Diaytine Phone #  Cander Dissbled  Previouslast  National

' ;Iﬂumphq.-ll. Clay &)

(3) Type last name
% or full name
then press F8 or
select Query Run to
execute

(4) Select after name populates

Ender & quety; press FB b essculs, Chlsg b0 corcel
Court: T EMTER DUERY

< Message line

n Assignments defaults to Current

o The system must be in a Query mode to find employee’s name
o Edits cannot be made to any Element History information
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¥ ok

?'/’ NG EMPLOYEE'S ENTRIES

Resources

F

Processing Types always defaults
to Both, change if necessary

8 Privacy Ack of 1974
fclon B Queny o spical  Hep sindos

$laLv] 2iE =R el &l=A2] @zlE8)

o 7 Vinwe Flemunt F nlip Hizloeg lor Employas [Camphell, Clay A]

Processing Type
i Classificalon || " Racuming
- T Manrecuring
(5) The Entry From | Te Im & Boi
— EMective Dales

History screen will
appear blank. Place
cursor in any of the
blank data fields
and press F8 to
retrieve information

From To Elemant Hama Eniry Tvpe CoEing Feason

<
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oF X &

Val
x

G EMPLOYEE'S ENTRIES

. \)ARTME':/\/,
x * %

o
CIVILIAN

9@ Human
Resourcs 6 Privacy fel of 1974
Go
@] al=2] 5=l
' Recuming
" Monracuring
O Fram | To [07-5EP-200D & Bok
P — Eflectne Dabes
F Fraim To Elernert Mamns Eriry Ty Coesting g
i . i. 1 0-JUIN-Z 000 ﬁmnm Enin,
10-JUN-Z000 |Enaic Snlany Rate IEIBrr-Brlﬂ Enir,
(6) SCfO” th rOugh [ | [10-Jun-zoon T ol Pesy II-_Ie-rne-rn Enin,
TO-FUIN-Z000 Wiithan Grade Incresase II' Iemend Endny
Element name [ |[1 6-aF=-z000 09~ R =200 Within Grade Incramsss IEIBrnE:rrI Entry
Items [ Ir8-AFFR-2000 BE9-JLIp-2 00 Adpusted Bosic Pay IEIE-rnE-m Eniry
0FS-#A -2 0 DY-JLIMN-200 Bazic Salary Foale ElEment Eniry
" |[m-aPR-zopn [po-Jur-zoon Tatal Pay Elemen Enin,
[ ||09-APFR-2000 15-APR-Z000 Within Grode Increase IElE'I'I"lEII'ﬂ Emiry
[ |{30-2Ar-2000 rse II'_Il:'n'n-_'n-1 Enir,
Ll- 2E-DEC-1999 Mon Pay Days IFIl:ml:nﬂ Eniny
LI r

Eniry Walues




Q(‘“E NAVP

2 \C EMPLOYEE'S ENTRIES

Resources

%3 Privacy Act of 1974
Action Edit Query Go Folder Special Help wWindow

Pl D] 2]

From | ' To [14 SEP-Z000
Effective Dates

'I%?I G| = &

Both

From To Element Mame Entry Twpe Costing Feason

- 10-JUN-2000 Adjusted Basic Pay Element Entn,
10-JUN-2000 Basic Salary Rate Element Entr,
10-JUN-2000 Total Pay Element Entr,
&2 Entry Values [Campbell. Clay A) =101 =X8in Grade Increase Element Entry,
Entry values h Grade Increase Element Entry
SIS I sted Basic Pay Element Entrny
c Salary Rate Element Entrny
. I Pay Element Entrny
Entry Value screen d|5p|ay in Grade Increase Element Entrn,
Element Entrn,
;r I2B—DEC—1 9499 | INun Pay Days Element Entr,

] | i

Entry Yalues

(7) Place cursor on Element name item to be viewed
then click the Entry Value button
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CIVILIAN
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Resources
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%83 Privacy Act of 1974
Special Help “Window

4~ Mavigator - CI¥DOD PERSONMELIST

| Yiew:Lists:People by Special Information

List people by special information folder

- Lists 1. F4 Define Position
il People Folder 2. F4 Enter Personal Information WORK
Assignment Folder 3. Civilian Workflow Inbox

(1) From the NaVIQatIOH People by Assignment 4. Requests: Submit

Assignments

Employees by Organization

WlndOW, expand VIeW Employees by Position
Emps by Position Hierarch
and Open = People By \* Emg:uyzes E;ELemenl Ty
. . mployees sence Type_|
Special Information
: |Prucesses and Reports ' - ‘| | '

4] = A%l

r
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i ’ECIAL INFORMATION
’R/H! (2) Place cursor her

EE] Privacy Act of 1974
Action  Edit Quemn Go Special Help ‘wirNow

‘%’

(4) Scroll to
find Special
Information
Type or type a

= Lizt People By Special Information \

Special Information Tywpe Find |

Details

Find |z

Soecial Information Twoe 0 I l
Wl WO - Woarrant D ata < /0 In the Flnd
InF Career bManagement Program .
Full Name IWGH Prof Dew Program Data WIndOW and
I GR Reassignment Data J
Itir Force Demo Bonuz [nfo

select Find

Illoveances And Special Pap
Ippr - Air Foree Lab Demo

Ippr - Ay Lab Demo

ippr - China Lake Demo

Ippr - DOD Acquizition Demo
Ippr - Mawval Research Lab Diemo

Ippr - Space Mavw Warfare Demo —
4| [ »

r~

o

Choicesz in list: B3
Count: =0

o Special Information Types such as Leaves, Appraisals, and
Adverse Actions can be viewed here
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Z G'SPECIAL INFORMATION

UMAN
Resoures aoion Edé [Quew Go Special Help  window

[ Plzl ] 2lmlE] =% <& Gl ?] @

= List People By Special Infomation

= . == — Specal Information Typa | Find
- Datails |
" (5) Find can be By [XLoavex
narrowed by typi :
y ypl n g Full Mame Type . F‘a Tom 1
part of the q 0 B iy Lo T 2

Information type
followed by a % in
the Find window
and select Find

A

Chioices m it 4 Chomes m bl 3]
Count: {l o Lighs

o Field search narrowed as shown using %leave% to retrieve only
“leave” information to choose from and avoid scrolling through the
long list
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_;j E BEEREE'S SPECIAL

> ¥ CIVILIAN : .
R Human
) ESOIfRCES i Puir .,ﬁ. t of 15974

Ed En Hele:
&

izl v 2RE] ST sleli] Bi=i2] ol e
| (6) Close the flex- [ e el a0
fleld WlndOW Or wacdnl Information Ty |I mployes Leawa Info Find I

>

RM[/V

°f

o

- | complete fields to - S _—
search for specific e il 2]
type of information - FPEnd Daie | 2l e sne
and select OK g ]
‘-I' &L Balancs
(7) Click in Full Name Il )
column then hit F7 to - Femed FE =
AL Used ¥TD
Quel‘y. Type % then %1 PP Frd Ralanre _l;l
F8 to query the entire [ — S '
= Geor | cancst |[ ok | d
data base or type

partial or full name
then hit F8 to run

query



CIVILIAN

L

| Using % to query data
base can be very time
consuming for anyone with
access to a large activity.
Always use partial value if
possible

MPLOYEE'S SPECIAL

Human B
RESOURCES AN | . k
o i
L

8 Privacy Act of 1974

fcion Ecé [usry (o Folder Specd Help Windos
et P A= P B
ER Lizt Punple By 5 pucial information

Spacial Infomation Type S Gow Condict Pard Find

Digtmils (920011

E

Fidll Hasrig Employas Mumbar Apgplican Mumbar

Eriei o quesy, poees FB b secide, Dileg b cancel
ENTER QUERY

71
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. X

0
5 %
x

“ * : CIVILIAN,
Human
Resources

v ARTME ’\/»

¥

Info)

(7) Scroll to find
desired
Information (i.e.
most recent
Employee Leave

| __PE»CIAL INFORMATION

o Prevacy Ach ol 1954

Speacinl Information Type

!l.ill FPoople By Speceal Information

Employee Leave Inlo

Find

=

Full Harne Type Emploves MHumi Siat Dats Digtails [1
i.l'_'.-um phell, Clay A |I: i o iy LT Y OE-HOW-1999  |DE-NOW-1999.1
Campbell, Clay A |Fmp|1:r:,"|rr: Lk kg ZO-HOV-1999  [20-MOY-1999.1
Camphell. Clay & |rmpln1,rn-n noa? 04-DEC-1999  |[4-DEC-1999 ¢
Campbell. Clay A |[ mployea 115 R 18-DEC-1999 [18-DEC-1999.1
Campbell. Clay A |Emu|n5..lea BO92 0 -JAN-2000 |01 -JAM-2000.8
Campbell, Clay A |I-_ mployes LTEFS 15-JAN-Z000 15-JAMN-2000_E
Campbell, Clay A |I: T i | g 2 O £9-JAN-2000 Y- Jak-20010E
- Campbell, Clay A |F Loy e i R 12-FEB-Z000 12-FEB-2000.E

0 Folder tools can be used here to customize columns




BB NAp,
*

*

*

Z SPECIAL INFORMATION

8 of Privacy Act of 1974

[ Edt o Speecal i
Flz] | 2FEE] 25

o List People By Specisl Infoamaticn o) =j

Help

b
aile,

|¥

Special Indarmeatan Tvpe |I:m ployes Leawve Indo

(8) Click on the

= ALEamed [R-00 j selected item In
Full Mame AL Used [4-00 it Dale Dighaits [1 .
iH'Ea.mpI:-EIII. Clay A AL Balence (B3.90 MO-19099 ua-quiea i the Deta”S
Campbell, Clay A AL Fardai (1-00 HOW-19599  [20-MONV-1959 ||_
Campball. Clay A =1 Earmed BP [4-00 PEC-1933  [04-DEC-1999.1) COIumn tO Open
Campbell, Clay A i o — DEC 1993 [18-DEC1989.1] flex-field with
Campbeil, Clay & W ladg-2000 0 -JA&M-Fnnn EI_ . .
5L PP End Balence
Campbell, Clay A «| IANZID0  [15-JAN-ZO0D 6| more information
Crmo Time Famad (100 _I —
Campbell, Clay & J lARM-2000 d9-JAM-F000 EI

for viewing

=

Fiald b peclecied againd updale
Coark- &

-

Ll

o Changes cannot be made to any information in the viewing area
o Only Special Information items can be viewed here




